AcademicWorks Quick Guide - Create Auto-Match Portfolio/Opportunity

As new gifts or endowments come to the University (or Foundation), you will need to create corresponding opportunities within the
AcademicWorks system. This guide walks you through the process of creating a new opportunity.
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1. Select Opportunity>Portfolios>Create New
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2. Complete the Create a New Portfolio page adhering to the following standards:

a.

~ o 2 0

If awarding by term, two portfolios need to be created. One will be for the fall and one for the spring. The portfolio name should
include a corresponding suffix. See example below.

The appropriate item type should be entered into the Fund Code field.

i. If there is no named item type, you can enter the departmental aid item type which is 640000020201 for fall term and
640000020202 for the spring term.

The PTAEO (project.tast.award.org) should be entered into the Auxiliary Fund Code field.
If the opportunity is stewarded, the appropriate donor should be selected.
The Scope will correspond to your school (and there should only be one available for you to select).

Visibility should be ‘Always Hidden’ unless this is an ‘Apply To’ scholarship where the student must complete an application or
self-identify.

Initial Opportunity Details — the Create Portfolio page gathers information for creating an initial opportunity under the portfolio.
This information will be managed at the opportunity level if edits are required and includes the following:

i. Start and End Dates — for auto-match opportunities, these can reflect the award period; for apply-to opportunities, these
should reflect the application period.

ii. Review Period Dates — if the opportunity will need an applicant review group, these dates should be set accordingly for the
review time period.

iii. Archive Date — DO NOT USE (this is used to archive the opportunity on a specific day and we are not using that feature).
iv. Description — Enter description text noting that this will be viewable to students if the opportunity is visible.

v. Type — ‘Auto-match’ should be selected unless the student needs to complete an application specific to the opportunity to
qualify and then see Create Apply-To Portfolio/Opportunity quick guide.

vi. Propagate General Application Scores — this should not be selected as there are no scores for the general application as
we are not using the reviewer process at the general application level.

vii. Source — General Application should be selected unless your school/department has created a conditional application that
all your students complete before awarding (this would have been created through SFS).

viii. Reviewer note — these are notes reviewers see and would only be used if you have a Reviewer group set up and want to
provide general information to them about this opportunity.

ix. Post-Acceptance Questions — this box should be checked if you want students that have received an award to come into
the system and complete any follow-up items (thank-you letter, questionnaire, etc.)

X. Total Awards — if there is set number of awards given out for this opportunity, enter it here. If not, you can leave it at 0 —
this is a numeric field. This field is not visible to students.



xi. Opportunity Amount — if you have the total amount of funds available for awarding this year, you can enter it here. This
field is not visible to students. However, any awards will be decremented from this amount and the opportunity details will
show this calculation and updated available amount as you award.

xii. Visible Award Amount — this field is displayed to students in the details of the opportunity. If the same amount is given to
every awardee each year, you can add that here. If that’s not the case, you can also enter ‘Amount Varies’ and that will
display to students. Don'’t leave this blank, otherwise the system will divide the opportunity amount by the total awards and
display that amount which most likely won't be accurate.

3. Upon completion, select Create Portfolio at the bottom of the page.
4. The system will save the new portfolio, create a new opportunity for the current cycle and navigate you to the Opportunity Details page.
a. The system will name the opportunity based on the start date entered in the Create Portfolio page.

i. For example, if the start date is 04/01/2018, the opportunity will be named Spring — 2018. If the start date is 06/01/2018, the
opportunity will be named Summer — 2018.

b. The portfolio information will display in read-only format. If edits are required, the changes must be made at the portfolio level, not
the opportunity level.

c. The initial opportunity data can be edited on the opportunity page at this time.
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5. Review the opportunity data previously entered on the Create Portfolio page and enter any new opportunity-specific information in the
following fields:

a.

Hide Applicant Name from Reviewers — if you are using a reviewer process, you can hide applicant names and make it blind by
checking this box.

Post-Acceptance End Date — enter a date here if there is an end date where you no longer want to have students complete any
post-acceptance activities (thank-you letters, post-acceptance questionnaires). The post-acceptance form will no longer accessible
after this date.

Fund Period — this has to do with roll up of disbursements and we are not currently using it so you can leave it as ‘None’

Minimum Award Amount and Maximum Award Amount — this is just information on the opportunity for administrative purposes.
It is not displayed to students and is not included in any opportunity calculations.

6. There are several other opportunity pages that require updates once an opportunity has been created:
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7. Questions — this is where you would add applicant questions and, as this is an auto-match opportunity, no applicant questions can be
added to this opportunity.

8. Qualifications — this is where you add criteria that limits the eligibility pool of the students. Any field in on the student record can be used
with the exception of Gender (using Gender in an auto-match system is a violation of Title VI).

a.

Note: Eligibility criteria will need to be reviewed by your Academic Works administrator in SFS prior to the opportunity being
awarded. If you have questions about how to set up eligibility criteria, please contact Amy Nolasco at akn4b@virginia.edu.

In order for the auto-match process to begin, at least one gualification must be entered.

Select a field to be used as a qualification by using the dropdown box titled ‘Choose a question to qualify on.’
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d. Depending on the field selected and its data type (humeric, text, etc.), there will be different available conditions for selection:
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e. Depending on the condition selected, additional information may be required such as a specific value or a selection.
f.  Once you have entered a new criterion completely, select ‘Add’.
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g. You can also add an additional qualification group by selecting the option to ‘Duplicate Group’ on an existing group or the option to
‘Add Another Group’.
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Adding groups allows you to pull in different cohorts of students based on different qualifiers for eligibility matching.
Once you have completed all your qualifications and qualification groups, select ‘Save Qualifiers’.

i. Note that the number of applications that match each of your groups is displayed after you Save along with the total number

of application matches based on all groups.
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9. Applications —this is a grid view of all student applications that are eligible for the opportunity based on the qualifications entered.

a. You can filter and sort this grid view any way you wish and hide/display columns using the toolbox on the header of the grid. And,
you can download the data to a CSV file which you can manipulate in Excel.

b. Note: if you filter/sort the grid and want to download the result, you MUST save the view first. Otherwise, the original view will be

downloaded.
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1. Communications — if you would like to auto-generate communications to students based on award status, you would add specific text in
this page. All student communications must be reviewed by your Academic Works administrator in SFS. Please contact Amy Nolasco at
akn4b@virginia.edu to set up communications.

2. Reviews - if you would like to implement a reviewer process for your opportunity, please contact Amy Nolasco at akn4b@virginia.edu to
discuss set-up.

3. Post-Acceptance — post-acceptance is a request for follow-up for a student after they have been awarded. This can be used to gather
thank-you letters or post-acceptance questionnaire information. If you would like to set up a post-acceptance process, please contact
akn4b@virginia.edu to discuss.
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